
Dealer Manual

DEALER SYSTEM GUIDE
Quick Guide to Transaction Submission



Dealer ManualDEALER SYSTEM GUIDE  |  Quick Guide to Transaction Submission

Assumption

In order to complete the transaction process you will need to be registered and have received the below 3 emails. If you have not 
registered please go to www.cars.gov/dealersupport. 



Dealer Manual

Completing a CARS Rebate Application

Scope
This procedure covers how to complete and submit an invoice.

If you have not registered and need more information please go to http://www.cars.gov/
dealersupport/user-guide and reference the Quick Guide to registration. 
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Policy and General Instructions

Supporting Documentation is required to be provided to the CARS program when the invoice is submitted. 
These are to be provided in electronic format as Adobe Acrobat Reader Files – PDF or Image files – PDF, TIF or 
JPG.

Pop-up Blockers will interfere with the CARS system. Please turn off any active pop-up blockers in your web 
browser before proceeding to registration.

Do not use your Browser Back Button or Browser Forward Button in the CARS system to navigate to another 
screen. Instead, use provided links on each screen to navigate within the CARS system.

When entering data into the CARS system, the following Rules apply:

•   Fields with asterisks (*) preceding them are required or mandatory information.

•   Commas are only used to separate fields from one another (not included in address fields).

•   All fields are required to be filled out completely and accurately prior to submittal.

•   Car dealers have the ability to enter transactions in draft state and save data while working on a transaction.
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START

END

Car Dealer

• Go to CARS registration
 web site using link
 provided in registration
 letter. Sample shown
 below. (1)

• On registration screen,
 complete requested
 registration info. (2)

Car Dealer

• Review email message,
 which describes reasons
 invoice was rejected. (15)

• Logon to CARS system. (16)

• Search for your invoice. (17)

• Make corrections to invoice or  
 supply missing info. (18)

Car Dealer

• Receive a payment.
 About 10 days later,
 NHTSA will issue a
 financial credit to your
 account in financial
 institution you listed in
 your application. (19)

NHTSA Approver
(Levels 1 & 2)

• Review invoices in
 accordance with CARS
 Act policy. Internal Std
 Operating Procedures
 available for this  
 purpose. Verify: (12)

• Approve or reject  
 invoice. (13)

Car Dealer

• After required approvals,
 receive URL, User ID, &
 password via email. (7)

• Logon to CARS Invoice
 Entry web site using link
 provided. (8)

Car Dealer

• Receive email 
 notification of approval  
 or rejection of your  
 invoice after NHTSA has 
 reviewed invoice. (14)

Car Dealer

• Log off CARS system.
 Select (M) Logout. (11)

Car Dealer

• Enter a CARS invoice. (9)

ESC Approver

• Upon notification of car dealer request  
 for CARS access, review car dealer
 request in accordance with NHTSA &  
 ESC policy for CARS program. Internal  
 Std Operating Procedures available for  
 this purpose. (3)

• Verify any additional contacts requested  
 by car dealer during registration. (4)

• Contact car dealer if additional info is  
 required & was not supplied. (5)

• Approve request & bank info. (6)

iSupplier 
Portal 
CARS 

Registration

iSupplier 
Portal 

Completing 
CARS

Registration

Completing 
a CARS
Login

Completing 
an Invoice

Searching
for an

Invoice

APPROVED?

Car Dealer

• After your invoice is
 submitted, you can
 search for it in CARS
 system to view status or
 to find a saved invoice  
 to complete. (10)

YES

NO

Completing a CARS Rebate Application

DEALER MANUAL  |  Completing a CARS Rebate ApplicationDEALER SYSTEM GUIDE  |  Completing a CARS Rebate ApplicationDEALER SYSTEM GUIDE  |  Quick Guide to Transaction Submission



Dealer Manual

DEALER SYSTEM GUIDE
Completing an Invoice
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To create a new invoice:
1. Login to CARS Invoice Entry web site.

Click the Finance tab or the Invoices button to start an invoice.
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Completing an Invoice
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2. Once on the FINANCE tab, Click the GO BUTTON on the upper right corner of the screen.

Note: Do not enter fields in the "Search" area of this form unless you are performing an invoice search. If it is necessary to 
do a search at this time use the link below for more information on how to perform an invoice search.
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Dealer's Invoice - Complete 
Details

4. Complete the Dealership      
    Information section first. Start 
    by Clicking the Magnifying 
    glass icon        next to "Remit 
    To Address"
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5. Click the GO BUTTON

6. Click the Quick Select    
    icon       next to the 
    Remit Supplier 
    information.
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7. The Dealer 
    Information screen 
    will populate with 
    the information you 
    selected.
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Invoice Section

8. The next step is to populate the 
    Invoice section.
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Once all the fields 
above are populated, 
CLICK ADD to attach 
the required 
documents.
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insert dealer internal invoice number; must be 
unique to the purchase or lease agreement

Date the purchase was executed

From: http://www.cars.gov/dealer/disposal-and-salvage
to download the Disposal Facility list

If applicable
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The trade-in vehicle must be crushed or shredded, including the engine block. Only businesses listed on the Disposal Facility list 
found at http://www.cars.gov/dealer/disposal-and-salvage can be utilized for final disposal. You are allowed to transfer the vehicle 
once to a salvage auction that is then responsible for transferring the vehicle to a disposal facility. If you know the business you 
will utilize at the time of transaction, identify it by its unique ID number and common business name.  In the case of a transfer 
business (salvage auction), enter the number 99999 for unique ID and the common business name. If no business has been 
identified at the time of transaction, enter the dealer franchise ID and its business name as described during dealer registration.
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REQUIRED DOCUMENTATION

You will need to attach certain documents to complete the transaction process:

1_Trade-In_Title_Front_Page (or other approved evidence) 

2_Trade-In_Title_Back_Page (only if front title page provided) 

3_Trade-In_Proof_of_Insurance 

4_Trade-In_Registration 

5_Purchaser(s)_Identification (Individual(s) or Business) and
    Co-purchaser Identification (combine with purchaser) 

6_Deal_Sheet_and_Buyer's_Certification 

7_Manufacturer's_Certificate_of_Origin (or Statement of Origin) 

8_Purchaser_Survey (optional) 

9_Fuel_Economy.gov_Side_by_Side_Comparison 

10_Certification_from_Disposal (or Transfer Entity) (if available)

11_Purchase_or_Lease_Agreement

If you have a miscellaneous document that you would like to include you may 
also upload it but you must include a description of what the document contains.
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The following pages contain sample documents that are required to complete a field on 
the transaction form or show compliance with program requirements. You must scan and 
attach each required document to the transaction form via the portal. The Certificate of 
Disposal/Transfer is the only document type that can be submitted after the transaction 
acceptance since the Rule allows a dealer to obtain this certification post transaction. 
Each document should be named specifically as listed on page 14.

Note:  Each attachment can be multiple pages if necessary and the allowable file types 
are PDF, JPG, and TIF.
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SAMPLE 
Trade-In Title (Clear Title with no Lien Holder)

•  Must show both sides.              •  Must be clear of any liens.
•  Must be legible.                        •  Must have handwritten or stamped phrase that reads, Junk Automobile, CARS.gov in permanent ink.

This sample was redacted as an example. DO NOT REDACT ANY PORTION OF THE TITLE

Note: Some states don't require a title for vehicles of a certain age. In lieu of a title, a current registration and Bill of Sale can be submitted.
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Verify the VIN 
against the 

Transaction Screen 

Junk Automobile, CARS.gov

Junk Automobile, CARS.gov

Verify the Name 
against the 
Transaction 

Screen

Verify the title is 
Clear (No Lien 

Holders)

Confirm that 
this is on the 

front of the Title
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SAMPLE 
Trade-In Title (Clear Title with Lien Holder)

•  Must show both sides.              •  Must be clear of any liens.
•  Must be legible.                        •  Must have handwritten or stamped phrase that reads, Junk Automobile, CARS.gov in permanent ink.

This sample was redacted as an example. DO NOT REDACT ANY PORTION OF THE TITLE

Note: Five states don't require a title for vehicles of a certain age. In lieu of a title, a current, lien-free registration in the name of the purchaser and a Bill of Sale can be 
submitted. Please see page 48 of the Rule found at http://www.cars.gov/official-information for specifics.

Note: If there is a Lien Holder on the title and there is no release signature, a release note from the Lien Holder must be provided. Confirm the words “Junk 
Automobile, CARS.gov” are present.
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Verify the VIN 
against the 

Transaction Screen 

Junk Automobile, CARS.gov

Verify the Name 
against the 
Transaction 

Screen

Verify the title 
is Clear.  If 

there is a Lien 
Holder, be sure 

a release 
signature 

exists.

Confirm that 
this is on the 

front of the Title

Junk Automobile, CARS.gov
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SAMPLE 
Proof of Continuous Insurance for One Year

This sample was redacted as an example. DO NOT REDACT ANY PORTION OF THE PROOF OF INSURANCE

From the Rule: The proof may consist of one or more insurance cards containing the make, model, model year, and vehicle identification 
number (VIN) of the insured vehicle, but only if, taken together, the cards display on their face a continuous one-year period of insurance 
coverage. The proof may also consist of insurance policy documents (e.g., declarations pages) showing the same information. Finally, the 
proof may consist of a signed letter, on insurance company letterhead, identifying the same vehicle identification information (i.e., make, 
model, model year, and VIN) of the insured vehicle and the period of continuous coverage, which must be for at least one year prior to the 
date of the trade-in.

Validate 
duration of 
Insurance 

is a 
continuous 
12 months

Validate an 
Insurance Company 

Name is present

Validate an 
Insurance Policy 

Number is 
present

Validate VIN 
number against 

Transaction 
Screen 

Validate 
duration of 
Insurance 

is a 
continuous 
12 months

Validate an 
Insurance Company 

Name is present

Validate an 
Insurance Policy 

Number is 
present

Validate VIN 
number against 

Transaction 
Screen 
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SAMPLE 
Proof of Continuous 
Trade-In Registration

This sample was redacted as an 
example. DO NOT REDACT ANY 
PORTION OF THE PROOF OF 
REGISTRATION

See page 31 of the Rule found at 
http://www.cars.gov/official-information 
for other acceptable means to show 
proof. These include specific 
combinations of a current registration 
card, a clear title with an issue date at 
least a year prior to the trade-in date, 
and a document from a commercially 
available vehicle history report 
provider.
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SAMPLE 
Purchaser s Identification 
and Co-purchasers Identification 
(if applicable)

This sample was redacted as an example. 
DO NOT REDACT ANY PORTION OF THE 
PURCHASER ID

Note: Similar to an individual, a corporation may 
participate in the program only once as a purchaser 
and must show proof of identification that includes 
the corporate Federal Tax Identification number.
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Deal Sheet (Summary of Sale) and Certifications

Note: Purchaser(s) must match owner(s) of Trade-In

This form is available for download at 
http://www.cars.gov/dealersupport/required-forms.
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SAMPLE
Manufacturer s 
Certificate of Origin or 
Statement of Origin

This sample was redacted as an 
example. DO NOT REDACT ANY 
PORTION OF THE MSO/MCO
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SAMPLE
Purchaser Survey

We strongly encourage you to ask 
your customer to complete this 
survey form before you submit your 
transaction. NHTSA requires this 
information to prepare reports to 
Congress about the CARS program.
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Fueleconomy.gov 
side by side 
comparison

Note: Go to Fueleconomy.gov 
by clicking the tab in the upper 
right hand corner.  Search for 
and select the trade-in vehicle 
and the new vehicle. The search 
engine will confirm eligibility and 
produce search results similar to 
this example. Using your 
browser's print function, convert 
the image to one of the 
approved formats 
(PDF,JPG,TIF).
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Certificates of Disposal

Note: A dealer may submit these forms at the time of transaction by uploading it as an attachment or it may be sent by email within 7 days of receipt 
from a disposal facility to disposal@cars.gov. It is important to include the invoice number as recorded on the online transaction form (portal).

These forms are available for download at http://www.cars.gov/dealersupport/required-forms.

DEALER SYSTEM GUIDE  |  Quick Guide to Transaction Submission



Dealer ManualDealer ManualDEALER MANUAL  |  Completing an InvoiceDEALER SYSTEM GUIDE  |  Completing an Invoice

Purchase 
or Lease Agreement

Note: The unique record identifier for this 
sale must match the unique invoice 
number used on the online transaction 
form (portal).
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Attaching 
Supporting 
Documentation 
to an Invoice

9. After clicking ADD 
    on the Invoice 
    screen (see page 
    13) the screen to the 
    right will appear. You 
    will attach all your 
    supporting 
    documentation 
    using this screen. 
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10. After attaching your first 
     document, click the ADD 
     ANOTHER button to attach 
     each successive document. 
     When you have completed 
     attaching all your documents, 
     click the APPLY button. 
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11. You should now have all 
     the required fields (those 
     marked with an asterisk *) 
     populated. Click the NEXT 
     button at the top or bottom 
     right of the form to continue.
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Legal Information Page

Note: The Invoice Timeline will 
move to "Legal Information" 
status.

12. It is very important that you 
      read and understand all the 
      certifications before submitting 
      any transaction. This is a 
      legally binding document and 
      there are significant penalties 
      for falsifying information to the 
      government.
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13. Review your invoice. If 
      you find that there are 
      missing items that are 
      not available for 
      attachment, select the
      Save button. CARS will    
      save your invoice in an 
      incomplete status for 
      later submission.

Note: If you save your 
invoice a confirmation notice 
will appear on your Create 
Invoices page stating that 
your invoice has been saved 
for later submission.
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Warning: Do not hit submit 
unless you have confirmed 

all of your data and 
attachments and read the 

certifications.

Click here to review your attachments.
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14. To view all saved 
      invoices, leave the 
      Invoice Number and 
      Date fields blank and 
      click the Go button.
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15. To open and update your 
      invoice, select the pencil 
            icon in the row  
      where your saved 
      invoice appears.
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16. After updating your invoice, 
      select the Next button and the 
      Legal Information screen will 
      appear.
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17. Any time you make a 
      change to your 
      transaction package after 
      saving, you are required 
      to recertify. The system 
      will automatically force 
      you to return to this screen 
      before submitting.
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18. Review your invoice. If it is 
      complete, select the Submit 
      button.

Note: You will receive a 
"Confirmation" response that will 
appear at the top of your
invoice.
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19. If you would like a printed copy 
      of your invoice, click the  
      Printable Page button.
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20. Close your printable document 
      screen and your Submitted 
      Invoice Confirmation screen
      will appear.
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21. You may create a new invoice 
      at this time by clicking the Create 
      Another button. Or, to monitor 
      your invoice status, return to 
      the View Invoice screen by 
      selecting the link Return to 
      Invoices. The Return to 
      Invoices link appears at the 
      lower left of your invoice 
      screen.

22. Monitor your invoice status by 
      returning to the Invoice View 
      page.
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Additional Important Information

Appendix B to Part 599 - Engine Disablement Procedures for the CARS

Engine Disablement Procedures for the CARS Program
THIS PROCEDURE IS NOT TO BE USED BY THE VEHICLE OWNER

Perform the following procedure to disable the vehicle engine.

1. Obtain solution of 40% sodium silicate/60% water.  (The Sodium Silicate (SiO2/Na2O) must have a weight ratio of 3.0 or greater.)
2. Drain engine oil for environmentally appropriate disposal.
3. Install the oil drain plug.
4. Since the procedure is intended to render the engine inoperative, drive or move the vehicle to the desired area for disablement.
5. Pour enough solution in the engine through the oil fill for the oil pump to circulate the solution throughout the engine.  Start by 

adding 2 quarts of the solution, which should be sufficient in most cases.
CAUTION:  Wear goggles and gloves. Appropriate protective clothing should be worn to prevent silicate solution from 
coming into contact with the skin.

6. Replace the oil fill cap.
7. Start the engine.
8. Run engine at approximately 2000 rpm (for safety reasons do not operate at high rpm) until the engine stops.  (Typically the 

engine will operate for 3 to 7 minutes.  As the solution starts to affect engine operation, the operator will have to apply more 
throttle to keep the engine at 2000 rpm.) 

9. Allow the engine to cool for at least 1 hour.
10. With the battery at full charge or with auxiliary power to provide the power of a fully charged battery, attempt to start the engine.
11. If the engine will not operate at idle, the procedure is complete.
12. If the engine will operate at idle, repeat steps 7 through 11 until the engine will no longer idle.
13. Attach a label to the engine that legibly states the following:

This engine is from a vehicle that is part of the Car Allowance Rebate System (CARS).  It has significant internal damage 
caused by operating the engine with a sodium silicate solution (liquid glass) instead of oil.

14. File this document in the file for the new vehicle purchase.


